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STAFF SOCIAL MEDIA GUIDELINES 
FOR NON-DISTRICT SPONSORED SOCIAL MEDIA  
USED TO CONDUCT SCHOOL RELATED BUSINESS 

OVERVIEW 

Marquardt School District 15 supports the responsible use of non-district 
sponsored social media used to conduct school related business by school 
leaders and teachers as a communications tool for parents and the community. 
The District’s goal is to leverage the benefits of social media to advance the 
District’s mission, while prioritizing students’ safety and privacy.  

The following guidelines have been established to help staff develop and 
maintain a responsible social media presence that positively represents the 
District, is in accordance with federal and state privacy laws, and benefits 
students, families, and the community. When using social media as a part of 
your official duties as an employee in Marquardt School District 15, the following 
guidelines should be followed. 

A. DEFINITIONS

“Social Media” includes media for social interaction, using highly accessible 
communication techniques through the use of web-based and mobile 
technologies to turn communication into interactive dialogue. This includes, 
but is not limited to, services such as Facebook, Twitter, and Instagram.  

“Technology” includes computers, tablets, the Internet, telephones, mobile 
telephones, personal digital assistants, pagers, MP3 players, such as iPod’s, 
USB drives, wireless access points (routers), or any wireless communication 
device.  

“District Technology” is that which is owned or provided by the district. 

“Personal Technology” is non-district technology.  

“Content Owner” is the staff member who initiates a social media site and 
who is solely responsible for performing regular monitoring and 
maintenance of the site.  

B. OFFICIAL DISTRICT SOCIAL MEDIA PRESENCE
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Marquardt School District 15 encourages innovation for communication 
and instructional purposes. If you wish to use a new social media tool that 
is not addressed in these guidelines, please contact the Communications 
Office to discuss its possible implementation. These guidelines are 
tailored to social networking sites, including, but not limited to: 

• Twitter (www.twitter.com)
• Facebook (www.facebook.com)
• Instagram (www.instagram.com)

Any newly created (or existing) social media site must be completely 
separate from any staff members’ personal accounts.  For example, if Ms. 
Smith has a personal Facebook profile, Ms. Smith would need to create a 
separate “page” for Ms. Smith’s Third Grade Class; or, on Twitter, Ms. 
Smith’s personal twitter handle must be different than a class’ twitter 
handle.   

C. Request Authorization

Staff use of any school-related social media account, including school-
related accounts such as clubs, teams, courses, or other sites associated 
with the school or District, must be authorized by the Communications 
Office or designee. Any sites, accounts, or pages existing without prior 
authorization will be subject to review, editing, and/or removal.
To request permission for a district-related site:

o Complete the online Request for Social Media Site form located in 
the Staff” section of the www.d15.us site

o Identify a “content owner,” or individual responsible for performing 
regular monitoring and maintenance of the social media site 
account and a responsible administrator (principal or department 
head) assigned to monitor the specific site.

o Please note that for emergency purposes only, each district or 
school affiliated site or social media account must also share site 
login information with the Communications’ Office.

o Owners of sites existing prior to the adoption of these guidelines 
should complete the Request for Social Media Site form post-haste to 
gain formal approval of their site. 

http://www.d15.us/
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*Any sites, accounts, or pages existing absent prior authorization will be
subject to review, editing, and/or removal.

II. Content Disclaimer — Any approved official presence on social media sites 
outside of those created and monitored by the district’s Communications Office, 
departments, or school offices shall include the following text:

“THE VIEWS EXPRESSED ON THIS SITE MAY NOT REFLECT THE VIEWS OF 
MARQUARDT SCHOOL DISTRICT 15. THIS SITE CONTAINS USER-CREATED 
CONTENT WHICH IS NOT ENDORSED BY THE DISTRICT.”  

III. Logo Use

The use of the Marquardt School District logo(s) or MSD15 school mascots on a 
social media site must be approved by the Communications Office. For approved 
logo use, follow the Marquardt School District 15 Brand Guide established by the 
Communications Office. 

III. Maintain and Monitor- Page administrators are responsible for monitoring
and maintaining an official presence on the page as follows:

1. Content must conform to all applicable state and federal laws, as
well as all District and Board policies and administrative
procedures.

2. Content must be kept current and accurate and follow Marquardt
School District 15’s Staff Social Media Guidelines for Non-district
Sponsored Social Media Used to Conduct School Related
Business established by the Communications Office.

3. Content must not violate copyright or intellectual property laws
and the page administrator must abide by applicable FERPA laws.

4. All postings and comments by users are monitored and responded
to as necessary on a regular basis. Inappropriate posts and
comments should be reported to the Communications Office. In
some cases, commenters will be reported, investigated, and
disciplined according to the Board Policy on discipline and bullying
or as required by law.

5. Staff should be very selective in what is posted on social media.
Articles, statements, or other media containing polarizing (or
potentially polarizing) viewpoints should not be posted.   Content
posted on non-district sponsored social media used to conduct
school related business should directly pertain to current
curriculum or District matters.
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6. Ultimately, you are solely responsible for what you post online.
Before creating online content, consider some of the risks and
rewards that are involved.  Keep in mind that any of your conduct
that adversely affects your job performance or the performance of
fellow employees, or that otherwise adversely affects the District,
may result in disciplinary action.

7. Make sure you are always honest and accurate when posting
information or news, and if you make a mistake, correct it quickly.
Be open about any previous posts you have altered.  Remember
that the internet archives almost everything; therefore, even
deleted posts can be found.

IV. Posting Images and Other Student Information
• District employees are allowed to post photographs and videos of

students on District social media sites unless a pictured student is
on the “opt-out” list maintained by the school office.

• Before posting any pictures or videos, staff should carefully review
the “opt-out” list to ensure that no “opted-out” student appears in
any of the images.

• Do not include personally identifiable information (name, home
town, etc.) of any student while posting a photo of a student on
social media.

• In the case of student recognitions (honors, awards, etc.) the
students’ first and last names may be posted only with written
consent of the parent or guardian. Parent permission is also
required before posting student work online.

• Group/class projects that do not contain students’ personally
identifiable information are okay to post.

• No student photographs should be published for a staff member’s
personal or promotional use, or any other non-school related
purpose.
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Staff should always err on the side of caution when it comes to protecting 
student privacy and safety and should use discretion when choosing which 
pictures and/or videos to post. 

V. PERSONAL USE OF FACEBOOK, TWITTER, OR OTHER SOCIAL MEDIA

Marquardt School District 15 employees are encouraged to keep their personal 
lives personal especially in the digital world where personal and professional 
can become easily blurred. The District prohibits employees from “friending” 
students on their personal Facebook account and discourages “friending” 
parents of students.  

If you have a personal Facebook account, we recommend using the following 
language to respond to “friend” requests on your personal page: 

If you are a student or parent requesting to be my “friend” on Facebook, 
please do not be surprised or offended if I ignore your request. As an employee 
of Marquardt School District 15, our policy prohibits me from “friending” 
students and discourages me from “friending” parents on my personal 
Facebook page. I would encourage you to “like” and follow our school 
Facebook page and the Marquardt School District 15 Facebook page for 
important updates, news, and information related to your child’s education.  

*****Please do not hesitate to contact your administrator and/or the 
Communications Office if you have any questions about the Staff Social Media 
Policy.**** 

Tip: Because online content can be spread in mere seconds to a mass 
audience, the District encourages employees before responding to ask 
themselves whether they are comfortable having this information printed 
in the newspaper alongside their photo. 

If you have any questions regarding a response to a comment, please 
contact your administrator. If you are an administrator, please contact the 
Communications Office. 




